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About TrueFiling Manual

TrueFiling is an eFiling application developed by ImageSoft.

User Guide Structure

This manual has been designed as supporting material to be used as a guide to help you on the
job and as a convenient reference for TrueFiling features. This manual provides you with
detailed, step-by-step instructions that explain general navigation and processing in the
TrueFiling application.

Related Documentation
This section is under construction. Check back at a later date.

Objectives
Upon reading this user guide, you will be able to:

v" To provide an introduction to the features of the TrueFiling application.

To search and retrieve cases in TrueFiling using the various search features.
To add attorneys, contacts, and service recipients.

To navigate within cases.

D NN NN

To file and submit a file.

© 2011 ImageSoft, Inc 1
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Introduction to TrueFiling

The Introduction to TrueFiling section provides you with the necessary knowledge that
introduces you to eFiling court documents, the benefits to your organization, how to log into the
application and TrueFiling navigation.

What is TrueFiling?

TrueFiling is a Web-based eFile and service solution for court, law firm and pro per filers. It
expedites justice by reducing paper handling and travel time and improves the court's internal
processes through electronic workflow. The solution supports all case types for Circuit, District
and Probate courts and integrates with the court’'s Case Management System (CMS) and
Enterprise Content Management (ECM) system to create a true Paper-on-Demand court
environment.

First-time users or firms follow a simple registration process, providing contact information,
email address and a secure password. After logging in, the user selects from a list of
participating courts and then elects one of three options:

o Submit a case-initiating document
e File into an existing case

e Serve parties without filing

Logging on to TrueFiling

To access cases or file

?:%‘:{Jr::'?lt;b You must first log on True Filing TRUEFILING CUSTOMER LOGIN

1. From Internet Explorer,
enter URL:
www.truefiling.com.

MICHIGAN

2. From the logon Web site,

in the Username text ' pegro——res
box, type your user '

name.

3. Inthe Password text
box, type your password.

S —

REGISTRATION NOW OPEN!

interface displays.

Loz for pgrendooreteon oo Draabdng S O el e gt e imagesefting oo

Note: Username and Password are all case sensitive. If you forget your Username or
Password, contact your Administrator to reset your password. When you are finished working,
you can log out by clicking Logoff in the upper right-hand corner of the screen.

© 2011 ImageSoft, Inc 2
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TrueFiling Main Screen

The TrueFiling program opens with the navigation menu displayed to the left of the screen,
allowing you to access cases and file documents. Point-and-click functionality in the navigation
menu provides the ability to rapidly switch from one section to another. These sections
dynamically change as you select and perform various functions. The navigation menu’s default
position is the left side of the screen. Depending on configuration, your system will default to the
Court Case Search page.

4 g @ o %
TfUﬁFiﬁn iTi Training Firm E 2 Lagoft
aFiling Ceat Cams Sapron
Welcome Court
Case Search . i M1 ImageScft 95th Circuit Court v Court Lookup
Filings Case Search {Case Numbear, Case Description]
Favorites

ase opened on or after Case upered o or before

Settings L o O Seach |
Contacts & Attorneys

Leogin Users . o
. Thers are ne items to show in this view,
My Settings

Accounts

Resources
Admin Guide
user Guide
FAG

About

Trairing
Online video

Capvrighte 2011

© 2011 ImageSoft, Inc ' 3
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The following table describes the Main Menu and Sub-Menu options:

eFiling The Welcome option contains your recent activity, such as filings,
Welcome submissions, and adding of service recipients including the date and
time of the activity.
The Case Search option allows you to selec t a court, search for an
Case Search existing case using the Case Number, Case Description, and or search
by Case Date.
Filings The Filings option lists your most recent filings, filings in progress,
9 submitted filings, filed and rejected filings.
. The Favorites option contains a list of cases that you have designated
Favorites : .
as your favorites from the case filing page.
Settings The Contacts & Attorneys option contains a list of contacts and
Contacts & . . ) "
attorneys for serving documents in a case already in the TrueFiling
Attorneys C
application.
. The Login Users option allows system administrators to add new
Login Users contacts and attorneys to your firm.
My Settings The My Settings option allows you to change your password.
Accounts The Accounts option provides credit card information for payment of
filings and fees.
Resources Admin Guide The Admin Guide option provides you with access to a TrueFiling
Admin Guide. This option is currently under construction.
User Guide The User Guide option provides you with access to a TrueFiling User
. Guide. This option is currently under construction.
FAQ The FAQ option provides you with access to TrueFiling's Frequently
Asked Questions. This option is currently under construction.
About The About option contains system information for system administrators.
This option is currently under construction.
- L The Online Video option provides access to a demonstration of
Training Online Video theTrueFiling application. This option is currently under construction.

© 2011 ImageSoft, Inc
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Favorites

The Favorites page lists all frequently accessed cases. Cases must be manually added to
Favorites in order to appear on the Favorites page.

Adding Courts to Your Favorites

To add courts to your Favorites, perform the following steps:

1. From the Case Search page, select your court from the Court field.

2. Click l_Sourtiooke ]
3. Locate the court.
4. Click & Add to Favorites.

Adding Cases to Your Favorites

To add cases to your Favorites, perform the following steps:

From the Case Search page, select your court from the Court field.

Enter the case number or case description in the Case Search field.

3. Enter the from and/or to date in the Case opened on or after or Case opened on or

before field(s).

4. Click L Seerch .

Click & Add to Favorites to add the case to your favorites.

View Favorites

To view your Favorites, perform the following steps:

1. Click Favorites from the left menu option.

2. View your favorites and/or your firm's favorites.

H CourtName : M1 ImageSoft 99th Circuit Court

&5 200%-c1111- MI ImageSoft $9th Circuit
Court
MI ImageSoft 99th Circuit
Court

MI ImageSoft 95th Circuit
Court

I ImageSoft 95th Circuit
Court

M1 ImageSoft 55th Circuit
Court

I’ vl ImageSef 85th Circuit Court

9/14/2008

§/14/200%

5/14/2009

4717201

97372010

SMITH, JUDY ws. SMITH, JACK R

GERAGHTY, SHARIDN B vz, GERAGHTY, SHAWN T

SHAPTCN, JUDITH ve. FRAZER, CARL MCORLEY

SEOHN, CHARLENE vV aUTO CLUS INSURANCE CORFP Harrigeog

THE LIGHTHOUSE-TRAVERSE CITY L W FARMERS INSURANCE
EXCHANGE

© 2011 ImageSoft, Inc
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Getting Help

This section is under construction. Check back at a later date.

© 2011 ImageSoft, Inc 6
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Searching for and Viewing Cases

The Searching for and Viewing Cases section provides you with the necessary knowledge to
search for and view cases, view register of actions, add new and existing attorneys, add or
remove contacts and add or remove cases from Favorites.

Selecting Your Court

TrueFiling's Web interface is fully integrated with multiple courts. A single user account can file
to multiple courts. Communication with the court and filing status are readily available through
the eFiling portal.

To search by Case Number, perform the following steps:

1. From the Court Case Search page, click L Couticon |

2. Select the appropriate court.

Note: Refer to the Favorites section on how to add courts to your favorites.

Court

M1 ImageSoft 95th Circuit Court

© 2011 ImageSoft, Inc 7
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Searching for Cases

You can search cases by case number, case description and case date using associated
keywords.

Search by Case Number
To search by Case Number, perform the following steps:

1. From the Court Case Search page, select your court from the Court field.
2. Enter the Case Number in the Case Search field.

3. Click L Search ).

Search by Case Description
To search by Case Description, perform the following steps:

1. From the Court Case Search page, select your court from the Case Search field.
2. Enter the case description in the Case Search field.

3. Click | S ]

Search by Case Date

Once a case number or case description has been entered, you can search for specific cases
by date or a combination of dates. This date represents the case date, which defaults to the
date the document entered the system.

To search by date, perform the following steps:

1. From the Case Search page, select your court from the Court field.
Enter the Case Number or case description in the Case Search field.

Enter the from and/or to date in the Case opened on or after or Case opened on or
before field(s).

4. Click L Sexrch J.

Court Case Search
Court
{MI ImageSoft 95th Circuit Court . { Court Lookup ]

Case Search {Case Mumber, Case Description)

Caze opened on or after Caze opensd on or before
: ‘ : E [ Search ]

H

There are no items to show in this view.

© 2011 ImageSoft, Inc 8
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Filing Documents

The Filing Documents section provides you with the necessary knowledge to add new filing(s) to
a case and submit those filings.

Primary Files and Attachments

The primary document is the case filing and the related documents are attachments to a case to
supplement the primary document. For example, the primary document is Order Regarding
Custody, Parenting Time or Child Support, Post-Judgment and the attachment is a letter from a
child.

Supported File Types

A document to be filed is uploaded from the filers’ computer through a browser. A filed
document can consist of a primary document and any number of attachments. Uploaded files
can be in any of the following supported formats:

e TIFF

¢ Adobe PDF

* Microsoft Word
o Text

e JPG

Filing Documents

When filing into an existing case, the user first searches by party or docket number and then
attaches the required documents. Parties can be added for optional electronic service, which
delivers an electronic link to court stamped documents via email. Users may perform electronic
service on documents that are filed with the court or on unfiled documents.

Note: Before adding a new filing, you must either add attorney or add new attorney.

Create a New Filing
To create a new filing, perform the following steps:

From the Court Case Search page, select your court from the Court field.
Enter the Case Number or case description in the Case Search field.

Enter the from and/or to date in the Case opened on or after or Case opened on or
before field(s).

4. Click k Search J .

© 2011 ImageSoft, Inc 9
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Case: 2011-008076-DM

Case Humber 20L1-00B076-0M
Case Description GERAGHTY,
Court Ml ImageSoll 8%

4P vE, GERAGHTY, SHAWN T

h Circuit Court

Qrder Regarding Custody, Farenting Tirne or Child Support, Submitted spimictt@imagesofiinc.com 7/1/2011 $80.0C
Fost-Judgment

jeonner@imagescftinc.com

slewerygimagesoftinc.com

Note: You can view the history of the case with the court by clicking & view Register of
Actions.

5. Click & Add New Filing under the Case Filings section.

3, M1 ImageSoft 93th Cirowt Court

Select Filing Type o Steps u n

Fifirng Harme

¢

DHsmissal, Post-Judament $100.00 *

- Use the %miiéwmg nks to access helpful . o
nformation. Digseigsal, Pre-Judgment £20.00
Fraquently Asked Questions Miscalinneous £0.80
Lacal Gowverrmsols :

ASSOCHLONS & AGENDiEg Motion, Post-Judgment $100.00

Laoad Regqurces . ; ) o

State Cowt Admanistrative DFice and Motion, Pre-Judament 225,00

Coutt Forms Lagal Terms .
Chredesr $15.00

Please note that flings delivered after

4:30 pmowill be date stamped as Crdder Regarding Custody, Parenting Time or Uheid

recerved the next business dav, Filings

will appsar on the Register of Action TP ot - 5 (10
within 2 business davs of being accapted Support, Post-Judgment $80.00
Ei;t?{iqu @ﬁﬁ?ﬁ;{ it LITOET R weling Support, Post-Judgment S410.00
: V e } Urder, Post-judagment SH0.00
Filing Fee: $15.00 Subpoena 5 00
Processing Fee: $0.00 ‘ SHipuens VA
Form URL: o Subpaena, Debitor Exam $15.00 »

© 2011 ImageSoft, Inc 10
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Enter the name of the filing in the Filing Name field.

7. Click the document type on the right side of the window. More detailed information for
the selected document type appears in the lower left window, such as instructions, fees
and possible links to forms.

8. Click L__text>> ]

MNew filing for Case 2011-008076-DM, MI ImageSoft 99th Circuit Court

Choose Filing Attorney Steps: g‘ﬁ

Order
Pimlott, Sharon - B1234587
Conner, Jennifer - B-1234568
Smith, Carol - B-345678

Name: Smith, Carol
Number: = B-345678 =
Email: csmith@imagesoftinc.com

Cancel ] [ << Previous J [ Mext »> }

9. Select the attorney responsible for the filing to the right. Once you select the attorney,
the attorney name, attorney number and email address displays.

10. Click L__text>> |

© 2011 ImageSoft, Inc 11
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New filing for Case 2011-008076-DM, MI ImageSoft 99th Circuit Court

Upload Documents Steps: ,z’%ﬁ %};i
Order
Primary File . .
f [ Browse... ] i
Attachments
E Cancel j [ <% Previous j

11. Click LBrowse.. Jto attach the document that you want to add as the primary file for the
filing.

12. Click & Jpioad J to load the document. At this time you can add additional
attachments using the browse and upload functionality.

13. Click L—_"xt>> ] when done uploading all attachments.

14. Select the service method in the Service Type field (File Only, File & Serve or Serve
Only).

15. Click | Firish J,

16. The new filing displays under the Case Filing section.

© 2011 ImageSoft, Inc 12
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Submit a Filing
To submit a filing, perform the following steps:

1. Click Filings from the left menu options.

2 Select th iat Fee Add’l Fees Total
. Select the appropr i
ppropriate case $15.00 55.45 @ $20.45
3. Select the appropriate form of payment in the
Payment Account field. Payment Account  XXXXXXXXXXXX1234 |
, Tom Cardhelder 10/2012
4. Click | Submit | The system ; E
displays the message, “Are you sure you want { Submit ]

to submit this filing to the court?”

Note: The filing is submitted to the court. At this time, attachments cannot be added or removed
and the service type cannot be changed. However, you can add or remove service recipients, if
servicing was previously selected.

Cancel a Filing

You may want to cancel a filing that was entered for various reasons. Contact your
Administrator if you need to cancel a filing.

© 2011 ImageSoft, Inc 13
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View Filing Status

Information is displayed about the status, document type, filing title, and date filed for each of
your filings. Only those filings that you or your firm has submitted are visible rather than all
filings in a case. To view a filing status, perform the following steps:

1. From the Court Case Search or anywhere within TrueFiling, click Filings.
2. View the status filings.

Coury Foe mts s
MI ImageSeoft GERLGHTY, SHARGCHN FIL37/2G11 11:45:57 AM
G%th Circuit M s, GERAGHTY,
Court SHAWM T
L-IDELTE O MI ImageS_oft GERAGHTY, SHARDH F/11/2011 1:56:35 FM

a5th Circuit M vs, GERAGHTY,
Court SHAEWNT

FOMRCEE0REC2 I ImageS_r.:ft ALLMAN & SCNS INC v/ FILIZGLL 2154143 PM
agth Circuit TRIPODLYMER INC, ET
Court &L
MI ImageSoft ALLMAN & SCONS INC W 7/172011 3:53:42 FM
Goth Circuit TRIPCLYPMER INC, ET
Court AL
MI ImageScft 4LLMAN & SONS INC W FIL/2011 3:52:49 PM
S&th Circuit TRIPCLYMER INC, ET
Court AL

Fage tof 2

The following filing statuses are available:

In Progress A filing has not been submitted.

Your filing has been sent to the E-Filing System. The time stamp reflects the date and
time -of your submission once the filing has been accepted. A filing must be submitted by
4:30 p.m. to be filed that business day. Otherwise, the time stamp date reflects the next
businessday at 8:30 a.m.

Submitted Filings

Filed Your filing has been received by the court and is waiting to be reviewed.

A filing envelope is rejected if ImageSoft has identified problems with your credit card or if
the Clerk’s Office has determined that the filing was directed to the wrong case. On the
Details screen, ImageSoft uses the Transaction Response section to note any problems
Rejected Filings with payment.

On the same screen, the Court uses the Review Comments section to note other
explanations for rejection such as those listed above.

Court Notifications

Event notifications and status changes are delivered to the user through email. This section is
under construction. Check back at a later date.

© 2011 ImageSoft, Inc 14
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Electronic Document Service

The Electronic Document Service section provides you with the necessary knowledge to service
documents.

Service Recipients

The system provides the ability to add service recipients to a specific filing. A service recipient
requires an email address to be considered serviceable.

An organization has the ability to maintain a list of contacts and attorneys which can be used as
service recipients. The filing organization can add contacts as potential service recipients for
each specific case. Filing organizations can only edit or remove their own contacts for a case.
Contacts can be added as service recipients when creating a filing. Service recipients can be
excluded during the time of filing and added after a filing is submitted to allow it to be served to
new recipients as long as they paid for servicing.

Adding a Case Contact as a Service Recipient

To add a case contact as a service recipient, perform the following steps:

From within an existing filing, click “%.Add New in the Service Recipients section.
Select contact from the Email Address drop-down field.

1.
2.
3. Enter the appropriate email address of the service recipient
4.

Click | oK )

Add New Service Recipient

Email Address: {Jsonner@imagesoftinc.com %

{ K ] [ Cancel J

Note: The new service recipient-displays in the Service Recipients list.

© 2011 ImageSoft, Inc 15
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Adding a Non-Case Contact as a Service Recipient

To add a non-case contact as a service recipient, perform the following steps:

From within an existing filing, click “d.Add New in the Service Recipients section.
Select Add New from the Email Address drop-down field.

1
2
3. Enter the appropriate email address of the service recipient
4

Click | oK

|

Note: The new service recipient displays in the Service Recipients list.

Add New Service Recipient

Email Address: | EREITNIEG—S—

1 oK |1

Cancel

Removing Service Recipients

1. From within an existing filing, locate the service recipient under the Service Recipients

section.

2. Select each contact you wish to remove.

3. Click Remove.

© 2011 ImageSoft, Inc
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Serving Documents

When a filed document is paid for servicing, TrueFiling serves the documents to all of the
service recipients through e-mail. The system tracks the mail transaction history in order to
provide verification of electronic submission to a mail transfer agent. Each served party is sent a
unique URL providing them access to the served documents. Previously filed documents can be
re-served to any recipient without requiring a new filing or additional charges.

TrueFiling Notifications

This section is under construction. Check back at a later date.

Service History

The Service History tracks when the served party logs in and if they opened a document. This
section is under construction. Check back at a later date.

Subpoena, Jack and Judy Smith Fee Add'l Fees Total
Document Type Subpoena 55,00 58.00 58.00
Ease ’[:“'“"e" 221::1JU“‘1CH='MET Paymant Becount RHKXAXNRHIKNL L334
ase Description ] H, JUDY vs, 8 H, JAZK :
Court M1 ImageScft 95th Circuit Ceurt Tam Cordholder ‘ tofzope
Filing Status Submitted
Filing Fee £0.00
Sereis Recpserds Bravmey e
Address Served Viewed File Name
) e o Gempes frd ses Traning Web Chant Documertatio -._,9:;
kb
Mo e
[
Ne R
Ne Mo File Name

© 2011 ImageSoft, Inc ‘ 17
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Transaction History

The Transaction History section provides you with the necessary knowledge to view the
transaction history of cases and filings.

Recent Activity

This section is under construction. Check back at a later date.

Transaction Mistory

§ @ 7112011 In

12:41:51 PM Frogress

@ 7/11/2011 In Still reviewing documents
12:40:46 PM Pregress

& 6/30/2011 In Received record at 2:02 PM
2:02:24 PM Progress on 873072011

© 2011 ImageSoft, Inc 18
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Fees and Payments

The Fees and Payments section provides you with the necessary knowledge to understand the
fee and payment process.

The eFiling portal manages all billing transactions and account reconciliation with the court.

Standard Fees

The TrueFiling system provides filing organizations with the ability to register accounts which
are used to record fees and provide billing information. No fees are assessed until after a
document is approved by the court. Fees are determined by the court based on filing type. No
additional fees are charged to the filer for use of the electronic filing system.

Credit Cards

When an organization registers with the system, they are able to pay with a credit card at the
time of filing (pay as you go). Credit card information is securely stored within the system and
associated with a specific User or Filing Organization. An account must have a valid credit card
associated with it. The credit card is verified for sufficient funds at the time of filing. No fees are
charged against the credit card until after a document is approved by the court.

Indigent Status

This section is under construction. Check back at a later date.

© 2011 ImageSoft, Inc 19
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Managing Settings

The Managing Settings section provides you with the necessary knowledge to add contacts,
add attorneys, update user settings and change user passwords in the TrueFiling application.

The My Contacts page contains the contacts for serving documents in a case already in the
TrueFiling application.

Add Contacts

Before adding contacts to your Firm Contact List, review the list first to avoid duplicate entries.
Once you have established the list does not contain the contact you wish to add, you must first
select a case. This avoids duplicate entries for the same service contact. There are two ways in
which to add contacts:

1. Add contacts through the Contacts & Attorneys left menu option.
2. Add contacts through an existing case.

Note: Adding a contact through an existing case is equivalent to adding contacts through the
Contacts left menu option and associating that contact with the case.

Add New Contacts

To add new contacts through the Contacts & Attorneys left menu option, perform the following
steps:

1. Click Contacts from the left navigation menu.

2. Click ®Add New Contact.
3. Enter the contact information

4. Click | K )
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Add Mew Contact

Add New Contact

First Name

Last Mame

i

Address

Fit‘f State Zip )
: ‘Michigar: i |
Emall Address

Confirm Email Addrass

Home Fhone Work Phone Cell Fhone

{ H

i

?

oK |

Canced
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To add new contacts through an existing case, perform the following steps:

1. Click EAdd New Contact in the Contacts section.
2. Enter the contact information

3. Click | oK )

Note: The case number displays in the header of the Add New Contact window.

Note: The contact added to the case was automatically added to the contacts listed in your
contacts list and is available to be added to other cases.

Add New Contact for 2011-008070-PP

Add New Contact
First Hame Last Name
2
Address )
i i
CRY I e, State - Zip
\Michigan i

Email Address

Confirm Email Address

Home Fhone Wprk Phane

D

Zell Shone

i
P {

[ QK ]L Cancel ]

© 2011 ImageSoft, Inc 22



TrueFiling User Guide

Add Existing Contacts
To add an existing contact, perform the following steps:
1. Perform a search for the appropriate case.

Click - Add Existing Contact.
3. Select the appropriate contact from the list.

4 Click[ Add Selected ]

Note: The contact is added to the Contacts list.

Add Contact for 2011-008070-pPP

O Hysc Joanns Cortact Jhyso@imagesoftino.com
1 Lowery Sherri Contact slowery@imagesoftinc.com
O Smith Robert Contact remith@imagesoftinc.com
{ Add Selected ][ Cancel J

© 2011 ImageSoft, Inc 23



TrueFiling User Guide M l 1

Add Attorneys
Add New Attorneys

There are two ways in which to add attorneys:

1. Add attorneys through the Contacts & Attorneys left menu option.
2. Add attorneys through an existing case.

To add new attorneys through the Contacts & Attorneys left menu option, perform the
following steps:
1. Click Contacts & Attorneys from the left navigation menu.

Click © Add New Attorney.
Enter the Attorney Number.

2
3
4. Enter the contact information
5

Click | oK ]

New Attorney

Attorney Information
Attorney Number

New Attorney

First Name . LastMName
! .

Address

City ey State Zip

g : ‘Michigan ' o

Email Address

Confirm Email Address

Home Phone Work Fhone Cell Phops
H H H i {

{ 2. n Carnicsl }
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To add new attorneys through an existing case, perform the following steps:
1. Perform a search for the appropriate case.
2. Click @Add New Attorney in the Contacts section.
3. Enter the new contact information for the attorney.

4. Click L oK J

Note: The new attorney is added to the Contacts list.

New Altorney

Attorney Information
Asttorney Number

New Attorney

First Name ., LastMame
[

e

Address

Sty : ., ~Gtate Rl _—
i | Michigan e !

Email Address

Confirm Email Address

Home fhone Wark Phons cell Phone

. L

[ OK ][ Carcel }
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Add Existing Attorneys
To add an existing attorney, perform the following steps:

1. Perform a search for the appropriate case.

From within an existing case, click ‘%Add Attorney.

2
3. Select the appropriate attorney.
4 CIle { Add Selected ]

Note: The attorney is added to the Contacts list.

Add Attorney for 2011-008070-PP

M Conner Jennifer attorrey jconner@imagessitinc.com
I Pimlott Sharon Axtorney spimlott@imagesefting.com
M Smith Cargl attorney csmith@imagesoftinc.com
[ Add Selected J[ Cancel ]
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Passwords
If you have appropriate privileges, you can change your TrueFiling login password.

To access this function, select My Settings from the Navigation menu.
Enter the current password in the Old Password text box.
Enter the new password in the New Password text box.

Enter the new password again in the Re-type Password text box.
Click L Changé?aﬁs‘word § .

o H Wb~

£ e gy s
PHRERW G

(¥ late s

Just for the record, your password was last changed on Tuesday, July 05, 2011.

Cld Password

MNew Password

Re-type Passwaord

E Change Password ]
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Appendix

Appendix: Glossary of Terms

Filer A person performing the task of filing a document through the E-Filing system

Filing Organization An organization (normally a law firm) that has an account on the system for filing.

This section is under construction. Check back at a later date.
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